EzTr?xx
Online

A Product of ProTraxx, Inc.

Getting Started with MyEzTraxx

EzTraxx Online provides educators with an end-to-end management solution for professional development. The

application allows for the recording, tracking and reporting of activities, participation, and related staff data.

MyEzTraxx is the general teaching staff module of EzTraxx Online used for proposing professional development
activities, enrollment, enrollment management, transcript access, and the creation and tracking of Individual Professional
Development Plans. It is the resource for news and information about your district, links to sites of interest and the
Regional Education Service Centers, and Help and Support features. It is fully integrated with the EzTraxx Online
application used in your organization’s Central Office for the planning, management and reporting of continuing education
and related staff data.

The features and functionality of the MyEzTraxx site are managed by the district or organization’s administration. The
site’s dynamic menu allows each client to select the features they will make accessible to their users. Following is a list of
the topics covered in this document to assist you with using the application.

TOPICS OBJECTIVES TASKS Page
A. Login The student will be able to login with e Login to MyEzTraxx 2
their user name and password and
retrieve their user name and e Retrieve User Name and Password 2
password if lost or forgotten.
B. Overview of the | The student will become familiar e My Profile 3
Homepage with the layout of the MyEzTraxx e  Resources 4
Homepage. e  MyEzTraxx Summary 4
e Help 5
e  Service Providers 5
C. Enroliment The student will be able to search e Search Activity Class 6
and enroll in activities. e Activity Class Catalog 6
¢  Enroliment Management 7
D. Activity The student will be able to complete e  Create Activity Request 7-12
Requests an Activity Request and manage any e  Optional Tiered Approval
requests they have created. e Submit Activity Requests
e  List Activity Requests 13
E. Instructors The student will be able to use the e  List Activity Classes 14
instructor features of the application. e View Enrollment 15
e Communicate w/participants via email 15-16
e  Print a Sign In Sheet 17
e  View/Print an Evaluation Report 18
e Record Attendance 15
e Send email to participant 15-16
F. IPDP The student will be able to complete e Qverview of creating a plan 18
the IPDP form. o Create Objectives & Strategies 19-20
¢ Assign Goals 20-21
e Assign Resources 21-22
e How were objectives met 23
G. Reports The student will be able to search, e  Staff Profile 24
view, and print the Staff"ProfiI((e:I C?nd e Transcript 24
Transcript reports as well as a -
additiongl ite?ns to the Self-Created *  Create Staff Profile 24
Profile e  Self Profile 25
e Universal Transcript 25
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TOPICS OBJECTIVES

A. Login The student will be able to login e Login to MyEzTraxx
with their user name and e Retrieve user name and password
password and retrieve their user
name and password if lost or
forgotten.

MyEzTraxx is a secure site accessible with a user name and password. Your district or organization will send you a login
User Name and Password via email. These may be changed at any time by you once you have logged in.

To login to the secure MyEzTraxx site:

a. Go to www.protraxx.com.
b. Click on Login found in the upper right hand corner of the page.

Login Here

c. Type your user name and password. Click

L3 Welcome to EzTraxx Online

Click here to enter
your email address.
Your user name and
password will be sent

tO YOU . Login Here

User Name:

Password: |

Forget your password?

Retrieve User Name and Password

If you forget your user name and/or password, click Forgot your password? found in the lower left corner of the login
SEND PASSWORD

screen. You will be prompted to enter your email address in the space provided. Then click

K Welcome to EzTraxx Online

Enter your email address to receive your password!

Please Enter Email here: |

SEND PASSWORD

Back to Login

oy

The User Name and Password on file for the given email address will be forwarded to that email address.

You may return to the Login page by clicking Back to Login.
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TOPICS OBJECTIVES

B. Overview of the Homepage The student will become familiar
with the layout of the MyEzTraxx
Homepage.

My Profile

Resources
MyEzTraxx Summary
Help

Service Providers

Your organization’s homepage will be viewable upon login. The center of the page has been customized to provide you
with news, events, forms or other information that may prove useful to you and to encourage regular site visits. Note that

what you are able to see and do within this page is determined by your administration.

There are up to five headers across the page including: Home, Activity Enrollment, Activity Requests, IPDP
(Individual Professional Development Plan) and Reports. Move your cursor over each header to access the available
pages within each one. (Note: Your district will select which menu items you will be able to view.)

ProTraxx Training District | - (P)

Powered 8y
ProTrakx

Welcome Patriciaa Kell

=HOME = ACTIVITY ENROLLMENT = ACTIVITY REQUESTS = ASSESSMENTS = NSTRUCTORS = PDP = REPORTS

My Profile = MyEzTraxx Summary

D eroTra: Home Click on Link to view page
BEuserName & Password Title Count
(@ Logout iy | Activiies to attend in [
next 7 days
e | T
VIV | Class Evaluations Due |9
B email support P
roTrax is the premier provider of professional development management solutions e e 5
(@ pistrict Contact Information and services. Our applications assist educaters in drastically reducing the administrative =
Sistrct Lontact Information burden asscciated with accurate recordkeeping while facilitating the collection, analysis, VIV | Draft Activiies. o
s and real-time reporting options necessary to make data-driven decisions. View District
9 S with My -
(B Getting Started with MyEzTraxx o £ | Pending Activies 5
Breoe Guide - overview Planning, delivering and evaluating meaningful professional development offerings are VEW | Approved Activiies |2

vital to the success of today’s educational organizations. It is not enough to provide

D completing the Evaluation Form | 725 iiee to staf. More importantly, 1t is easertial fhat participation is in oFferings

is a test.

The Challenge

To effectively manage the numerous tasks associated with these offerings demands a
substantial amount of time, energy and resources. ProTraxx creates the environment to
streamline processes, reduce data entry, eliminate paper processes, and utilize

which are diverse in subject and centent to satisfy staff interest and address state and

oo o oA IS i 5 B B e S e i
(@ pistrict Focused Standards
[ pistrict 1PDP Goals

(BLinks of interest

collected data to make informed decisions about staff and Student needs. O aecommend a new Link

include staff data in the essential data collection and analysis process due to disparate

participant data including

While the No Child Left Behind Act has prompted administrators to focus attention on
Al ki et b AT N . oovive= |

systems and incemplete information. (& connecticut RESCS
[fheSolition [ massachusetts Collaboratives
ProTraxx provides a single database for the collection and tracking of employee and (T New York State BOCES

« date of hire and termination
« position — school, title and grade, mentor status

« certification and endorsements held and related requirements

« evaluations ~ cycles, evaluators, observation dates

« education - bath upon hire credentials as well as ongoing post secondary learning
« participation in district-offered programs defined by topic, targeted audience, in-
service dates

Collectively, the information being stored is available to both the teacher and
administrator through the Staff Profile - a complete snapshot of each employee. This
data may be used alone, or in combination with student data to identify areas of
interest, need, growth and best practice.

Our tools allow for the direct alignment of all learning experiences with any goal,
standard, or other initiative beginning with those outlined in a staff member's annual
individual professional development plan.

[Uploads/60/definingstatuses.doc

The homepage consists of menus on either side of the client-defined text. The menus include: My Profile, Help,

MyEzTraxx Summary, Resources, and Service Providers.

My profile allows you to navigate to the following:

My Profile

= proTraxx Home

DUserNamE & Password

|:|L|:g|:ut
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ProTraxx Home — return to our public website where you login at www.protraxx.com
User Name and Password — view and update your user name and password here.
Logout — leave the secure MyEzTraxx site.

EzTraxx Online offers numerous tools to assist you as you get to know MyEzTraxx’s features and functionality.

oo |

[E Email Support

[El pistrict Contact Information

[El Getting Started with MyEzTrax

[E1P0P Guidghe Overview
Wt

[ completing the Evaluation Form

Email Support — if you require technical assistance when using MyEzTraxx, contact ProTraxx directly using this email
support tool.

District Contact Information — Should you need to contact someone in your district to assist you with the application
or report a discrepancy in your posted information, use this link. Your administrators will populate the page with email
and/or phone contact information of the staff to contact should you require technical or data assistance.

Getting Started with MyEzTraxx — to download a copy of this document, click Getting Started with MyEzTraxx, which
will provide step by step instructions for using this site.

IPDP Guide - to download the IPDP section of this document, click here.

Completing the Evaluation Form — for instructions on how to complete the online evaluation form when you have
attended an activity, click here.

Resources

Resources provides a view of the district focused standards, goals intended for use in the IPDP, numerous links to sites
of interest and the option to suggest a site for sharing with other clients.

cesources

[El pistrict Focused Standards

[E pistrict IPDF Goals

[ELinks of Interest

[Epecommend a new Link

District Focused Standards — EzTraxx Online allows for the alignment of activity offerings with the student
performance standards, teacher and administrative competencies and the curriculum trace maps. While there are
hundreds of individual standards, the district or organization may choose to focus on specific ones at any given period of
time. To view those that have been targeted by your organization, click District Focused Standards.

District IPDP Goals — These are goals identified for use when created an IPDP (Individual Professional Development
Plan). When you create a goal as an administrator, you will check a box which indicates whether it is to be used by the
teaching staff when creating their individual plans.
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Links of Interest — This page provides access to dozens of sites of interest at the State, provider, conference, and
association levels. To recommend a link, complete the fields provided (see below).

Recommend a new Link — If you wish to share a site or link with our clients, please complete the fields available in

Recommend a new Link. When complete, click M and your suggestion will be considered by our team for

addition to the site.

MyEzTraxx Summary
View a summary of the classes you are scheduled to attend in the next seven days, your enrollments pending approval
and your outstanding evaluation forms that are now due. Click the corresponding view, and the information will display

below.
MyEzTraxx Summary |

Click on Link to view page

Title Count
e | ACtivities to attend in 0
WIEW
— | next 7 days
VIEW | Pending Enrolimentz 15

VIEW | Class E{}?Iuatiuns Due ]

VIEW | Denied Activities 0
WIEW | Draft Activities 0
WIEW | Pending Activities 0
VIEW | Approved Activities pd

Service Providers

The service providers section lists regional education service providers offering additional professional development
opportunities.

Service Providers

[E connecticut RESCS

[E Mas=achusetts Collaboratives

[ElNew York State BOCES

To view opportunities available at other educational organizations choose one of these links.
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TOPICS OBJECTIVES

C. Enrollment The student will be able to e Search Activity Class
search and enroll in activities. ¢ Activity Class Catalog
¢ Enrollment Management

There are two methods of searching for activities: Search Activity Class and Activity Class Catalog.
Search Activity Class and Enroll

a. Select Search Activity Class found under Activity Enroliment. Enter search criteria and click . Available
activities will be listed here in alphabetical order by subject. Note: You will not be able to view activities which have
already started.

b. Select the activity to view or enroll in by clicking its underscored name from the search results. The View Activity
Class page opens. If space is available in this activity, the button will appear at the bottom of the page. If the

activity is full, you may see the __Add To Waitlist | option. Click this button to add your name to the waitlist for this
class. If you are already enrolled in an activity class, the message “YOU ARE ALREADY ENROLLED FOR THIS CLASS"” will
appear. If you attempt to enroll in an activity class which would create a scheduling conflict based on enrollment in other
activities, the message “A SCHEDULE CONFLICT EXISTS. YOU WILL NOT BE ABLE TO ENROLL IN THIS CLASS" will
appear. You must edit your schedule in order to enroll in this class (see ENROLLMENT MANAGEMENT).

Activity Class Catalog

Select ACTIVITY CLASS CATALOG found under Activity Enroliment. Scroll through the entire list of activities listed by
Activity Group Topic, or perform a quick search. Enter a date, select a target audience and/or choose an Activity Group
Topic and click Search. To perform an advanced search, click Advanced Search at the upper right hand corner of the
page. The Search Activity Class page will open, allowing you to search using multiple criteria. Proceed as described
above.

Enroliment Management

When viewing the ENROLLMENT MANAGEMENT PAGE, note that the first column displays the Withdraw option, if
available. You may only delete enrolliment you have created. If an administrator has enrolled you in an activity or your
enrollment has been approved, you cannot delete it. Your enrollment is Pending until it is approved by your administrator.
You will receive an email notifying you of this approval.

Once you have successfully enrolled in an activity class, the Enrollment Management page opens and highlights the
activity you have successfully enrolled in.

=HOME = ACTITY ENROLLMEMT = ACTIVITY REQUESTS = INSTRUCTORS = IPDP = REPO;

Activity EnrollmertEnrollmert Managemerd!
Quick Search
ElpraTraxx Home Activty R —
nrollmes

[Esuppart Satbas Mame: | Status: [ [~

Elusername & Password o

ElLogout Note that your

. enrollment is
e valustion Activity % Activity Code |Enroliment Status | Status | PAYMENTMET| ndi ng approva| by
— } L
] . |+ standards |witharaw | [Liz Tools For Tescing 120172005 [998-05-007-001 | PENDING ~ an administrator.
Click Withdrawto [~

s

remove yourself
from this activitv - |

eenG A Floosep | 0
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TOPICS OBJECTIVES
D. Activity Requests The student will be able to e Create Activity Requests

complete an Activity Request and e List Activity Requests
manage any requests they have
created.

Your staff may be given access to the proposal of activities using the Create Activity Request form.

Create Activity Requests

The Create Activity Request form is used to propose activities for CEUs and CEU Equivalents. This form was designed
to collect the data needed to effectively manage, deliver, and report on professional development offerings. Many of its
fields are required for accurate record keeping in compliance with the State Department of Education’s Guidelines for the
Issuance of CEUs and the CEU Procedures Manual. (Activities you may participate in outside of your district and offered
by another provider who is issuing CEUs are not submitted on this form.)

To access the form, click CREATE ACTIVITY REQUEST. The form will open, along with Directions on the left side of the
page which may have been customized by your administrator to further assist you. Complete the fields provided and then
click either of the two buttons below. If you click Save and View Draft Activity the application will save your form and
redirect to the view screen of the request. If you click Save and Continue to Create Schedule the application will
save your form and direct you to the next screen to create the activity schedule.

Directions

The Create Activity Reguest form is

used to proposze activities for CEUs '-.l
and CEU Equivalents. This form was :
designed to collect the data needed ta
effectively manage, deliver, and i
repart an prafessional develapment /
offerings. Many of it fields are

required far accurate record keeping 1

in comgliance with the State

Department of Education's Gaidelines

for the Issnance of CEUs and the .
CEU Pracedares Manyal (Activities

you Indy participngte in ontside of your
cistrict and offered by another 3
provider whao s Jssuing CEUs are not {
sabumitted on this form. ) ;

Create an Activity Request:

1. Enter the Activity Hame.

2. Zelect the sppropriste session

type. Single session activities are

held on one date. Multiple session

activities are held on two or mare %

dates where all participants are q

expected to participate on g/ dates to

earn the maximum number of CEU=. J
o

3. Check the Equivalent field if
appropriste. Equivalents are activities
outzicde of the planned programs

promoted by your pruiqgalonal
mnﬁgﬁm&m Bndior Centrate
office.
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Complete all fields of the Description of a Professional Development Activity.

1. Create Activity Request

Description of a Professional Development Activity

Activity Matmne: I

5 Type:
esion Type: o~ Single
 Muttiple
Equivalent: ] Out of District: ]
Total Contact Hours: I Max # of Awards: I in. # of Aweards: I
Objectives: ;I
[}
Description (az it will appear on the Lweard cerificate): ;I
[
Desgcription: ;I
[
ldertifisd Needs Addressed: ;I
-]
Learning Outcomes: ;I
-]
Etfect on improved Studert Learning: ;I
[ -]
[---A5 & result of this activity indicate how studert learning may be improved---)
Additional Reguitements far Successiul ;I
ParticipstiondCompletion:
[
Describe Evaluation Methodology: ;I
[

Activity Topic DESCRPTION
| NONE SELECTED

Maximum Attendance

—

Select Target Audiences

Administrators -
Art Teachers

Custodians

Foreign Language Teachers

Life Skils Teaching Staff

Math Teachers

hiusic Teachers

Murses

Paraprofessionals

PE Teachers

j ™ sart by Description

Please select a target audience (wha the class is intended for) - Move target audiences from the left box to the right box and click submit!

EEES

<

Year Code

I MOME SELECTED =

Assigned Target Audiences

Paychologists
Social StudiesMistory Teachers LI
PATRICIA KELL 120502006
Recuesting Staff Member Diate

Save and View Draft Activity

Save and Continue to Create Schedule

Choose to save your work and view a draft of this activity request form by clicking

Save and View Draft Activity

or choose to save your work and continue to the next step of creating a schedule for the activity class by clicking

Save and Continue to Create Schedule

If you choose to continue and create the schedule, the following page opens.
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Complete the Start Date, Start Time and End time and choose a Location from the drop down list. You may choose to
enter room instructions. You must select an instructor, or if the instructor's name does not appear in the list, add it in the
field Other Instructor. The remaining fields are optional.

.'| Crnats Actuiy Baguas! 2. Crosfe Schedus 3 Subnoi For ApsroreabToa®

Sy RegueesnToeaie Aoy Soneghe

& Create Aolivity Schedule

Starn Dt

LoCibli
II.I\.‘!"-& SELECTED 'rI

R P T n 4

| e— —r

Era Tire:

S Hurmser

Prinasy InEanacior iInfonmatssn

Beian RaTUDI. | HORE SELECTID

-;I [E gl T Ty I

‘Mrienals Sequired
™ Handzuts Required

[ Greertiesd Une Argured

™ Hendauis Receeed

| Harrdeuts Cuanidy

[ Prometon Une Aegured

[HEE Hdd.
‘ =
E
Save and Create Another Schescin Swven amct Align Goals | Swven aect Align Standargs |
Concel.Backtodcthity |  SaveAsDAART | "% fave snd Sebmit For APPROVAL |

The following options are available after you complete the form.
Save and Create Another Schedule — save the form as a DRAFT and allow you to create an additional
schedule for this class (multiple session activities only).
Save and Align Goals — save the form as a DRAFT and direct you to a page to align goals of the
building/school/or organization to the activity.
Save and Align Standards — save the form as a DRAFT and direct you to a page to align student performance

1.

2.

o wk

standards to the activity.

Cancel — Back to Activity — save the form and redirect you back to the view screen for the activity.
Save As DRAFT - save the form as a DRAFT and direct you back to the view screen for the activity.
Save and Submit for APPROVAL - save the form and submit the activity for approval. Once the activity is
submitted for approval you will not be able to change the activity.

Draft proposals are available under the List Activity Request (see more information below).

Your administrator may edit any or all of your submission.

Align Goals to Activity
To align goals to the activity you must click Save and Align Goals from the schedule or Align Goals to Class from
the view activity page. Within the align activity goal page you can search goals by goal type, name, or number.

Check the box to the left of each goal you wish to align and click Align Goals to Activity. Upon clicking the button
you will be directed back to the view activity page.
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|1 Crawie Actely Feczesi I CrambeSchedse Zu Mlign Acieity Gasls 3 Scbeal Por ApprowniDot

Ay dy Ok

it iy Bbrinie

ity Lo FFDE-LD1-ARE

S G
e o T =
Gesirare |
cul Fgmar |
bl A8 o I

SFECT Gk TYRE

Fisa® el B TR AR B
B
L] o Wi Taimagingy | P T WP B o T
| |
r Doparey In M v Byt (] Sl ol
(R
| [R5 Propal Vi bubee) we) Febli 7 fll e s Ly ) T P
- | Tl | RERD bl il R O el
| AT A W D ) et
| smwrzrrmend lor imerran ) lor sl
r Dganay H] Boerai g Saeaie Sl il ki
TEedemm

Align Standards to Activity

To align standards to the activity you must click Save and Align Standards from the schedule or Align Standards
to Class from the view activity page. Within the align activity standard page you can search standards by state,
document type, subject area, and grade ranges. You must first select a state, which will populate or create the
document type selection criteria. Next, select a Document Type which will populate the Subject Area choices.

|1 Create Activity Request 2. Crests Schedule  2a. Align Activity Standards 3. Submit For Approval/Draft

Activity Reruestiblion Aetiviy Stander

2h. Assign Activity Standards

jvity Mame:

Activity Code: 123-07-007 KKK

Lisa's Training Class

Connecticut > Curriculum Frameworks > Language Arts (2006) > Grade 2

1. Please select your criteria!

Select Stater | Connscticut

=

Select Document Type: | Curriculum Frameworks

Bl

Select Subject Ares.  |Language Arts (2008)

= |

Select Grade Ranges: |Grade 2

Search Standards

=

Cancel - Back to Activity

2. Please click on the link to view the data!

A AR A

Wiew StandardsiStrands | Reading and Responding: Students read, comprehend and respond in individual, iteral, critical and evalustive way:
Iterary, informational and parsuasive texds in mutimsdis formats

oot

Wiewy StandardsiStrands | Exploring and Responding to Litersture: Students resd and respond to classical and contemporary texts from many
cultures and literary periods

panie]

itess and exXperiences.

Wiewy StandardsiStrands | Communicating with Cthers: Studerts produce weritten, oral and visual texts to express, develop and subﬁantiata(

Laptetten, [l

Wiewy StandardsiStrands | Applying English Lanouags Corventions: Studer
niCatio, P
S

2
rits apply the o f standard English inaral, me

Select a Subject Area and then a Grade Range. Click and the results will be displayed below.

In the example above, the content standards are displayed, with a link to view the performance standards related to each

by clicking on the View Standards Strands to the left of each.
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| 1, Ermsta Astty Basuan! 3 Crosts Schsdul Ta lign ActaPy Shandards 3 Suted For Aasrounlfid

Aciniy Aecussiiion Acisty Sandants

7b. Aasign A
o Stpearts._______________________________________________________________________|

Aciuty Hame
Activity Code

Canmecticut = Cumicul

Gl Buwe

Feie! Qocumes] Typs
Selest! Submel Ared

Setes] Gradd Rinjeh

Standarc

My Actty
FEAATOB0

im Framaworis = Language fms [2008) » Gradas 1

1. Please select your criterial

| Comnectiout

| Gemcadym Fremessaris

| Languaps Arts (2506)

[ cenze 1

BT | coe sk sy |

2. Please click on the link to view the data!

L= = {§ e} g i A i I"
o

| Reeacing ared Fosmending: Susdents rasd, compretesns B reapsd i Fiitusl, Beral, crBCa bl Eveualie wayS & Bery
| it maticngl grel parpuasis Seoce in melimedis formaly

Wy SardardnTivands

Expieding 858 Aidpendng 13 Lbeniture: Shudenth masd and ned(sd 19 Shidoicsl ind £onks
B ATy PetiEH

leada fro

StarsdarieThendy

Comrruricaing with Dihary: Shagissty proclucs werSen, oral prd vimssd lexiy fo sapraan decalkcp snd subeis=inls ceay pogd
Erpeieriich

gy SandaroREirgndy

Adppitging Exghyt Langesge Tonvstions Rudenty soaly e coneeninng ¢ slardand Englah in arpl, wrtian gred vy
comTUnCaon

After you click a View Standards/Strands, the standards will appear below with checkboxes. Check the boxes of
the standards/strands you would like to align and click the button Align Standards/Strands to Activity. Once you click
the button you will be directed back to the view activity screen.

2. Please click on the link to view the data!

)

Miewy StandardsiStrands

Reading and Responding: Students read, comprehend and respond inindividual | literal, critical and evaluative vways to
literary, informational and persuasive texts in multimedia formats.

Miewy StandardsiStrands

e

Exploring and Responding to Literature: Students read and respond to classical and contemporary texts from many 17
cultures and literary periods.

Wigwy Standards/Strands

Communicating with Cthers: Students produce written, oral and visual texts to express, develop and substantiate
ideas and experiences

“iewy Standards/Sirands

Applying English Language Conventions: Students apply the conventions of standard English in oral, written and
wizual communication.

3. Please select the standards/strands!
To align the standards to an activity vou must check the checkboxes and click Align StandardsiStrands!
Ifthe checkhoxes are disahled they are already Aligned to this activity.

Check one or
more strands
to align with
the activity,
then click
Align
Standards/Stra
nds to Activity.

[*= District Focused Standards |

Align Standards/Strands to Activity

. 4

Standard

Reading esponding: Students read, comprehend and respond in individual, literal, critical and
evaluative waysg iterary, informational and persuasive texts in multimedia formats.

honents:

Objective:
I 11.a:
Objective:

I~ 1.1

Dpjective:
e igctive:

T 1.1 Studerts use appropriste strategies before, during and after reading in order to construct meaning

use prereading activities to activate prior knowledge and establish purpose

identify points at which understanding bresks dowvwn and apply appropriste strategies to develop comprehension.

Y N u.m..f\___‘ e B BT e

NN = A

;
J
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Optional Tiered Approval

Your district or organization may choose to use a tiered approval process allowing Activity Request forms to flow through
a tiered review process.

Once you have completed the schedule for your activity class, the Activity Class will have a status of Draft.
Review your request before submitting it to begin the approval process.

(Saved requests will have a status of “Draft” until submitted for approval. They will be accessible for further review and
editing under the gray menu item, ACTIVITY REQUESTS, LIST ACTIVITY REQUESTS.)

When ready to submit your request:

1. Select Group: One or more groups will appear here by clicking on the drop down arrow to display options
available.

2. Select Reviewer(s): Choose one or more staff from the drop down list here by checking the box to the left of
each name.

3. Submit for Approval: When complete, click Submit for Approval.

= HOME = ACTNMTY ENROLLMENT = ACTVMY REQUESTS = ASSESSMENTS = INSTRUCTORS = IPDP = REPO%:

A
Activity RequestiView Activity Reque 2. Select Reviewer{s)

View Activity Request
Your activity is DRAFT
DIRECTION
1). Select Group 2). Select Reviewer(s) 3). Submit For Approval P
CEU Coordinato [5ekect Reviewer(s) to send to
1
3). Submit For Approval
Activity N. Sample Activity for Tiered Aj | o 3. SUb It for
ivity Name:  Sample Activity for Tiered Approval
]
1. Select Group e T ! Approval
Equivalent: Mo Qut Of District:  Ne
Total Contact Hours: 4 Max # of Awards: 0.4 Min # of Awards: 0.4 ‘
Objectivies:  to demonstrate tiered approval
Description (as it will show tiered approval in training guide
appear on the Award
certificate): o
Description:  show tiered approval in training guide
|
i
Activity Code:  123-08-023-XXX Activity Topic: 023 Early Childhood ’;
Year Code: 2007-2008 Maximum Attendance: 10
Class Status: DRAFT 4

Submitted requests will have a status of “Pending” until approved or denied. Pending Activity Requests may be viewed
but not edited. You may track the status of your request anytime here by clicking on Tiered History.

= HOME = ACTWVMTY ENROLLMENT = ACTNITY REQUESTS = ASSESSMENTS = INSTRUCTORS = IFDP = REPOE

Activity RequestMView Activity Raquesj
View Activity Request ,
Your activity is PENDING

The Create Activity Request formis |«
uzed to propose activities for CEUs

and CEU Equivalents. This form was
designed to collect the data needed to
effectively manage, deliver, and

report on professional development
offerings. Many of itz fields are

] _I;Sql.‘jl-lv“:ll' acgite record keepinhgw__ .

o RCE T

VIEW TIER HISTORY D|RECT|O|\£.-..
Fd

P

~ve u*._\%‘_ﬁm ol

Directions customized to your
district found here
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When the activity is approved (or denied), you will receive an email notification and the status of your activity request will
change accordingly.

Submit Activity Requests for Approval (without Tiered Approval Option)

Once your Activity Request has been completed, cIick| submit For Approval__ | Your request will be reviewed by the

appropriate staff member and either accepted/approved or denied. You will receive email notification of this update and
can check on the status of the class at any time by going to your List Activity Request menu.

To view the status of your request at anytime, see List Activity Requests below.

List Activity Requests

To access any Activity Requests you have created and view their status, go to ACTIVITY REQUESTS and click List Activity
Requests. The page will open to display all requests.

Activity RequestsiList Activity Requeé__

ACTIVITY NAME ACTIVITY CODE  |ACTIVITY SIZE| STATUS START DATE ¢
InteliTools Pariners 999-05-268-001 1 OPEN 1041972008 Ty
Fareign Languade Surriculurm 999-04-274-001 10 CPER 071 62005 /
Development .
Leading in & Chansing School 999-05-215-002 10 OPEN 07/03/2006 &
Environiment "
Beginner M Access 395-05-204-001 22 OPEN 050172008 T
The Newhtsth Curticulum for 65 |993-05-228-001 10 |compLETED 031272008 P

B T T e e ey e e N T

Draft requests will be accessible through a provided link, allowing you to continue to edit them prior to submission.
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E. Instructors

TOPICS

OBJECTIVES
The student will be able to

TASKS
e List Activity Classes

use the instructor features of

¢ View Enrollment

the application.

o Communicate with enrollees via email

e Print a Sign In Sheet

¢ View/Print an Evaluation Report

e Record Attendance

¢ Send email to participants

Those users having access to the MyEzTraxx site who have been identified as Instructors of professional development
activities may be given the Instructor link. Instructors will be able to view all classes they have been assigned to,
communicate with the students in their classes through email, and record attendance.

List Activity Classes

To view a list of activity classes, select List Activity Classes found under the INSTRUCTOR menu.

Enter search criteria in one or more of the fields provided to find the classes you are searching for, or click ﬂl to
return all classes you are assigned to. The list of classes will appear below the search in a grid listing the session type,
activity code, status, maximum attendance, online enrollment indicator, and the start date. To view additional information
about a class, click the underscored name of it.

Active Indicator

Activity Mame: I—
StatDate |
EnDete |
Provider Codle l— RS I_ Topic Code: l— Sequence Mumber: l—

Activity Code:

Click the
name of
the class
to view
more
details.

All

-

Topic Code: | Al =l
Status | Al hd
Target Audisnce I All j
Search
MAX OHLINE

ACTIVITY HAME SESSION TYPE ACTIVITY CODE STATUS ATTENDANCE | ENROLLMENT START DATE
/" Using the Sony Languacge Lab | Multiple 999-04-292-003 OPEM 10 YES 0540172003

Rukbrics that Empower Readers | Multiple 9393-04-203-001 COMPLETED (10 YES 06/29/2003

Crisiz Management Single 999-05-217-002 COMPLETED | B0 YES 0202872005

The View Activity Class page opens.
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View Enrollment

TNETFLCTOPSTVIEWT ATV LIRSS

View Activity Class

Activity Hame:  EzTracad Online Training
Session Type: Single Seszion
Equivalent: Mo Ot OF District: Mo
Total Contact Hours: 3 Max # of Awards: 03 Min # of Awards: 0.3

Objectivies:

Description:

Click here to open
an email editor to
send a message to
one or more of the
participants.

To learn the basics of navigation and the available festures and functionality of the district's new professional developmﬂ%

managemert solution, EzTraxx Online.

management solution.

Staft will become familar with the basic festures and functionality of the EzTrax Online professional development g

Activity Code: 123-06-302-001 E
Active Ind: ACTIVE Activity Topic: 302 Elementary & Middle Grades
Year Code: 2005-2006 Maximum Attendance: 20
vity Class Status: COMPLETED
Target Audience: [Administratars]
4
le: e
START DATE | START TIME | EHD TIME LOCATION ROOM = PRIMARY INSTRUCTOR \&h
WIEW 051 2005 Q00 Ak 12:00 PM Central Office Wireless Computer Lab Patricia Kell .
View a
summary of all
View Enrollments activity
senapnai, 11 evaluations in
Select All | DeSelect All Print Sign In Sheets Evaluation Report | thls report'
SELECT | PERSON_HAME EMAIL EHROLL STATUS | SSH LOCATION ETEIUU AT 2
DATE Record
O Abdul, Paula pabdul@protraxx.com | CONFIRMED HHH-HH-5512 High School | 58852006 1 i
9:39:00 AR ?
|
Anderson, Pamela | pandersonig@protraccom | COMNFIRMED HHH-ER-5520 Elementary | 5272006 (
i | i 2
School 10:17:00 Ak &
|- Benning, Annette abenning@@protraxx.com | CONFIRMED FRRH-RR-0005 Elementary | 5/25/2005 3
Schoal E:30:00 PR
sl Gy e et R s oy COUPRMER ORI, qloarian, m_mm |

You will be able to view more information about the class including the code, status, and enroliment.
You may communicate with the enrollees though email using the Send Email feature described below.

Communicate with Enrollees via Email

The instructor may choose to communicate with the students in the class prior to or after a session. To do this, simply
click on the Send Email check box found just above the Session information in the middle white section of the page.

To send an email to the people enrolled in the class:

1. Check the send email box.

2. Write your email.

3. Choose the people you wish to send it to from the list. Choose all of the participants by clicking MI

or choose individual recipients of your email by checking each box to the left of their name.

4. Click |

Send Email to Selected People

inbox.

to send your email. A copy of the email will

be sent to your
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Record Attendance
Activity Name:
Activiy Code:
Start Time:
Aftended: 1
Dict Not Aftend: 0
Session Type:

Click here to open
an email editor to
send a message to
one or more of the
participants.

Send Email. [

(GoTo Session
|03f23f2003‘ ATTEMDANCE INCOMPLETE LI

GoTo Session I

Using the Sony Language Lal
989-04-282-003
2:00 AM

MULTIPLE

Select from dropdown of session dates and click

Pa U ™

""" Please sekeft Al

Select All I DeSelect All MOME SELECTED 'I Record Aﬂﬁ

Mg I e

The email page opens. Enter a Subject and write your message in the space provided.

Record Attendance
Activity Mame:  Using the Sony Language Lak
Activity Code: §59-04-252-003
Start Time: | 9:00 &M
attended: 1
Did Mot Attenct 0

Session Type:  MULTIFLE

Send Emait M

*SEND EMAIL Check the boxes for the people you vwart 1o send an email 1ol

=s el kI Ch G g &
CssClass - Ininestyle - Paragraph ~ Arial - Size -
EHTML QPreview

Bl = i EEER & M =l &

Subject
I
hessage

HSS ARSIV & BEBEX 9™

BFEHEHO IO IXPOEE @
EH=eZ % % e HEEE - 2

B 7 U =Ee A= X X, abe 44 A%

Links = Code Snippet = Images ~ Zoom -

Send Email to Selected People

oirecTiond
Session Date: | 8/23/2003 *
Schedule Status:  ATTENDAMNCE INCOMPLETE
End Time:  3:00 PM
Partisls: 0 3
Enroliment. 8 &

Activity Attendance Status:  ATTEMDAMCE IMCOMPLETE

& = [ @

Select from dropdown of session dates and click
[GoTo Session
08/23/2003; ATTEMDAMCE INCOMPLETE x|

GoTo Session
Select All DeSelect All MOME SELECTED +

Record Attendance

"""" Please select Attendance Status from the drop down box

AN A AR A A e A A A

Print Attendance Print Sign In Sheets }
7

SELECT | HOTE PARTICIPANT HAME STATUS ssH LOCATION PHONE IIUMBE[g
Anderson, Jahn HOTRECORDED | HXX-Xx-0099 Middle School 2 | 860-537-4532 )
Arguelles, Yolanda NOTRECORDED | })-}%-3456 Cut of District 860-537-2737 f
Arnold, Robert HOTRECORDED | XXX-Xx-2345 High School 1 2602536559
= o
e iphpgetee oG REGORDER- - i qufﬂ?-é?‘\_‘[

HHA AT f “High smuy\
TR v

Check off the names of the recipients you wish to receive this message (choose Select All to send to all). When your

Send Email to Se{*g_c‘tetl People I to send your

message is complete and you have selected your recipients, cIick|
email. A copy of the email will be sent to your inbox.

Revised 2_08_07 Proprietary & Confidential
EzTraxx Online is a product of ProTraxx, Inc.
Page 16 of 25



Print a Sign In Sheet

To print a Sign In Sheet for your session, click —_FFint Sian In Sheets I

Once the activity date has passed and a person has attended a class, they will have access to the Evaluation form. As
these forms are completed, the results are compiled in an Evaluation Report.

View & Print an Evaluation Report

To view and print a summary of the activity evaluation forms, click ___Evaluation Report |

Record Attendance

Instructors may have access to the Record Attendance page. This will allow them to take attendance at a session directly
within the application, or to utilize the Sign-in Sheets which may be printed here as an alternative method.

Begin by Searching for the Activity Class you wish to take attendance for. Note that activity classes with multiple sessions
(taking place on more than one date) must have attendance taken for each session. To view a particular session, find it in
FoTao Session

the drop down list and then click

Record Attendance DiRECTE!
Activity Mame:  Using the Sogfy Language Lab Session Date: 872372003 '
Activity Code:  999-04-292/003 Schedule Status:  ATTENMDANCE INCOMPLE&

Start Time:  9:00 At
Aftended: 1
Did Mat Attend: 0

Session Type:

End Time:  3:00 PM

Partisls: 0 /

Enrolmert: & ’-
Activity Attendsance Status: ATTEMDAMCE INCOMPLETL
4

send Emaic [

4
Select from dropdown of session datefs and click f
GoTo Session
IDB.QS.QUDS; ATTERDAMCE INCOMPLETE, j ,
GoTo Session | '
{
""" Please select Attendance Status from the drop down box' " !
Select All | DeSelect All MONE SELECTED Vl Record Attendance | Print Attendance | Print Sign In Sheets ..
ys
SELECT | HOTE K PARTICIPANT HAME STATUS SSH LOCATION PHOHE NUMQ

O l— Anderson, John MNOT RECORDED | M¥HK-KX-0099 Midclle School 2 880-53?-4532;
u l— Arguelles, Yolanda NOT RECORDED | H¥HK-KKX-3456 Out of District 860-537-2737 2
O l— Arnold, Robert MOT RECORDED | MxH-Hx-2345 High Schoal 1 B60-253-6559
=

I Brovwn, John MNOT RECORDED HHH-HH-TITT High Schaal 1 850-53?-3531/

All registered participants will be viewed on this page. Check each individual participant off as appropriate or use the

Ml button to choose all records. Choose the appropriate attendance type from the drop down list — Attended,

Did Not Attend, Partial, or Not Recorded and then click ___Pe¢erd Attendance Note how the status in the fourth
column will change following each action.
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TOPICS OBJECTIVES
F. IPDP The student will be able to e QOverview of creating a plan
complete the IPDP. ¢ Create Objectives & Strategies
¢ Assign Goals
¢ Assign Resources

MyEzTraxx utilizes an online Individual Professional Development Plan (IPDP). Staff members having access to MyEzTraxx
may create, submit and edit an IPDP online. Administrators have established goals that will be accessible to you for
aligning with your own objectives as part of your Plan.

Overview of Creating a Plan

When you create your plan online, your Plan will be given a default Plan Name and Plan Description consisting of your full
name and the fiscal year. You will create objectives, which you will align with goals established by your administrators
and identify the resources you may need to accomplish your objectives. These resources may include funding,
substitutes, and staff assistance.

Click IPDP Management to begin creating your Individual Professional Development Plan. All created Plans will be
accessible here, as well as the option to create new plans. Any created plans will appear in the table under the headings,
Plan Name, Fiscal Year and Status.

Each plan may have a description, objectives, goals, resources required and reviewer comments. Administrator’s
comments will be added upon submission for review prior to approval or denial. You will have the opportunity to revise
and resubmit your plan should it be initially denied. Once a plan is approved, it cannot be changed. However, each staff
member may at any time add to the plan’s objectives a description of how each objective was met throughout the year.

Steps for Creating an IPDP: Plan Status

Each plan will be defined by one of the following:
Create a Plan
Create Objectives Draft: Participants may save their plan in draft until is
ready for submission.

mooOw>

ASS|.gn Goals Pending: Plans that have been submitted for approval
Assign Resources are pending.
Define How You Met Objectives Approved: Plans that are accepted by the appropriate

administrator are approved.
Denied: Plans that are rejected by the appropriate

Create PP Plan__ | t6 create or edit a Plan.

To begin Creating your Plan, click

=HOME = ACTIVITY ENROLLMENT = ACTIVITY REGUESTS = NSTRUICTORS = FDP = REPORTS

PDPAManagement Consol

Individual Pr i Dev: Plan

PLAN HAME FISCAL VEAR sTaTUS acTive

20052008 DRAFT Active

2004-2005 DENED In-Active

2004-2005 DENED In-Active

20032004 DRAFT In-Active

2004-2005 DRAFT In-Active

Create Plan

Click here to
create a new Plan.

PLAN STATUS INDICATORS
“DRAFT - The plan has yet to be submitied far approval. The plan may be edited,
“FENDING - The plan has been subrmitted for approval, but has ot yet been approved.
“APPROVED - The submitied plan was approved

DENIED - The plan has been subrrited and was denied. The plan may be edited

The Create Plan page opens.
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1. Create IPDP Plan 2. Creste IPDP Objective 3. Submit For Approvsl

IPDPiCreate IPDP Plan

Fisoal Year | [NONE SELECTED ~
Plan Mame:  [Patricia Kell B

Plan Deseription: - ineividusl Professional Development Plan =

Select the appropriate
Fiscal Year here.

HEXT >> Create IPDP Objective |

Select a Fiscal Year.

Note that the Plan Name and the Plan Description fields are automatically populated. The Plan Name will be your full
name and the plan description will be “Individual Professional Development Plan”. You may edit this information by
typing over the existing text.

Then click ‘ HEXT >> Creaf's IPDP Objective I

Create Objectives and Strategies
You will create one objective at a time and identify the strategies you will use to meet the defined objective.
Enter a brief description of your Objective. Enter an Objective Strategy by describing how you will meet this objective.

The following page opens, where you will create an Objective and align it with District/School/Organizational Goals and
identify the Resources needed to assist you in accomplishing this objective.

1. %iew IPDP Plan 2. Create IPDP Objective 3. Submit for Spproval

IPDP/Create IPDP Okjective

Create Objective

Ohjective Name;

Technology Skills

Objective Deseription: T4 jmarove technology skills and share them with students. ;I

Chjective Stratedy.  [attend atter-school technology workshops, LEARN program, and adult ;I

ecucation sessions

H
; Goals
Select All | DeSelect All
SELECT |GOAL TYPE GOAL HAME DESCRIPTION GOAL HUMBER
r District Listrict Goal Test test 123 District Mumber
u District Foreign Language Imrpove foreign language skils D3
of all students
" District Improving Technology Improving technology skills of all | D2
staff

Revised 2_08_07 Proprietary & Confidential
EzTraxx Online is a product of ProTraxx, Inc.
Page 19 of 25



Assign Goals to your Objectives.

The lower half of the form allows you to select one or more goals that have been established by your administrators and
align them witth your objective by clicking in the Select box to the left of the appropriate Goals.

Assign Resources to your objective.

Scroll down the page and assign necessary Resources to accomplish this objective.

of scientific thought, how
science has influenced cutlure
'l and society, and how groups
from many countries have
cortributed to the history of
SCIence.

Science

r State Goal Para Reguirements Highly gualified =1
paraprofessionals

Rezource Mame: ISubs‘t'rtute 'l
Resource Type: INUMBER OF FEOPLE vl Resource Amaunt: |1

Resource Deschipion:  feeq 5 substiule for Wdnesday, November 1 7th to sttend LEARN =
rearkshop

[ |

Create IPDP Objective Back to IPDP Plan |

Select one Resource at a time. Choose from the options created by your administrator in the drop down list. Then choose
a Resource Type and enter a Resource Amount in the field provided. Enter a description of this resource to further
Create IPDP Objective |

describe it to your administrator who will be reviewing your plan. When complete, cIick‘

(To exit this page at any time, To return to the Objective page, click B¢k te IFDF Plan | )

The View Objective page opens.

1. Yiew IPDP Plan 2. View IPDP Objective 3. Subrmit For Approval

IPDP#viewy IPOP Objective
BACK T0 PLAN

Name:  Kell, Patricia Stetus: | DRAFT
Social Security #  XXX-KXH-8877 Fiscal Year. 2005-2006
Plan Name:  Patricia Kell

Plan Description:  Individual Professional Development Plan

Objective Information
Ohjective Name:  Technology Skils
Ohjective Desoription: ~ Improve technology skills and share wih students
Ohijective Strategy:  Participate in professional development pi
Parlicipste in & three-day sessi
How did you meet this Objective?:

e ams, afterschool workshops and adult education prograrms.
fon at LEARN for beginner computer students.

Assign Goals

GOAL TYPE GOAL HUMBER GOAL HAME DESCRIPTION
UNASSIGN | District b2 Improving Technology Improving technolagy skills of
all statf

Assign Another Objective Goal

Assigned Resources

RESOURCE_NAME RESOURCE_DESCRIPTION RESOURCE_AMOUNT
UNASSIGN | Substitute Need & substiute for Wednesday, Naovember 17th to attend LEARN 1
warkshap

Assign Another Objective Resource |

Update IPDP Objective Create Another IPDP Objective | Back to IPDP Plan
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Objective Information
Ohbjective Mame:  Objective Mame
Objective Description:  Objective Description: Objective Description:
Objective Strateqy:  Objective StrategyObjective Strategy
Howe dicd you meet this Objective®

Assign Goals

-y Ny ‘\.-\J o \\ -~

GOAL TYPE GOAL HUMBER GOAL HAME DESCRIFTION
. UNASEIGH District 123 Diztrict Mumber Cistrict Goal Test test
UNASSIGN Diistrict o3 Foreign Language Imrpove foreign language
skillz of all studerts
. UNASSIGN District o2 Improving Technoloy Improsving technology skils of E.
Unassign a - ot 3
4
goal or Assign Another Objective Goal \
resource by Assigned Resources Fd
. . RESOURCE_HAME RESOURCE_DESCRIPTION RESOURCE_AMOUHT Iy
4
clickina here = !
Assian Another Obiective Resource | P

To UNASSIGN a goal that you selected, click UNASSIGN to the left of the appropriate Goal.

To add an additional Goal to this Objective, click Assign Another Objective Goal |

To UNASSIGN a Resource that you selected, click UNASSIGN to the left of the appropriate Resource.

To add an additional Resource to this Objective, click Assign Another Objective Resource
To edit the Objective, click Update IPDP Objective at the bottom of the page.
To Create another Objective, click LS Dl LA T A0

To return to the IPDP Plan, click __Backto IPDP Plan

[1. view 1PDP Plan 2 creste PDP Objective 3 Submi For Approval ‘

IPDPigws IPDP Plan

IPDF Flan VIEW IPDP PLANS
Mame:  Hell, Patricia
Status:  DRAFT

Social Security # KHX-KKX-8077
Fiscal Year:  2005-2006
Plan Mame:  Patricia Hell

Plan Description:  Individual Professional Development Plan

View O

OBJ HAME DESCRIPTION STRATEGY How did you meet this Obj?

DELETE | VIEW | Technology Skills | Improve technology skills and share Participste in professional development
‘with studerts programs, afterschaol workshops and
adult education programs. Participate in
a three-day session at LEARN for
beginner computer students

View Evaluator Comments
EVALUATOR ‘ EMAIL COMMENT STATUS | DATE

Update IPDP Plan I Create IPDP Objective Submit IPDP Plan for Approval |

= To delete an objective, click the Delete to the left of the appropriate objective.

= To View or Edit the Objective, click View to the left of the appropriate objective.If your plan is complete, you will
need to return to the IPDP Plan page and click Submit PP Plan for Approval
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= HOME = ACTHITY EMROLLMENT = ACTIVITY REQUESTS = INSTRUCTORS = [PDP = REPO®

IPDPManagement Cond

Individual Professional Development Plan j

3

PLAH HAME FISCAL YEAR STATUS ACTIVE {

Demo hadizon 2005-2006 DRAFT Active /'}
Fathel . 47 - # - . > [ eriEn. # e -t

The status of your plan is
shown here

v

Your plan status will change from Draft to Pending, and the Approved or Denied. The Plan below has been

approved.

Your plan status
will change to
reflect
administrative
approval or denial.

|1. View IPDP Plan 2. Creste IPDP Ohjective 3. Activity has heen Spproved!

IPDP g IPDP Plan

Mame:

Status:

Social Security #
Fizcal Year:

Plan Mame:

Plan Description:

View Objectives

Kell, Patricia
APPROVED
HRR-HRN-88TY
200:5-2006
Patricia Kell

Individual Professional Development Plan

VIEW IPDP PLANS

0B.J HAME

DESCRIPTION

STRATEGY

How did vou meet this Obj?

Wl Technology Skills

studerts.

Improve technology skills and share with

Participate in professional development
programs, afterschoal workshops and
adult education programs. Participate ina
three-day session at LEARM for beginner
computer students.

View Evaluator Comments

EVALUATOR

EMAIL COMMENT STATUS DATE
Kell, Patricia pat kell@protr see.com APPROVED | 111372005
12:24:15 PM

Note: If your plan has been denied, you may view the plan and your evaluator's comments, update the plan and re-

submit it.

If your plan has been approved, you may add to the plan throughout the school year by updating each of your
Objectives with comments on “How did I meet this objective”?

To add comments to your Objectives to define How you met Objectives:

From the main IPDP page, click on the appropriate plan to enter a description of how you are meeting objectives.

Click on View next to the Objective you wish to add comments to.

Note that approved plans allow you to edit only the last field, How did I meet this Objective?
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1. view IPDP Plan 2. Update IPDP Objective 3. Activity has been Approved!

IPDP/Lpciats IPOP Objsch.

Mame:  Kell, Patricia Status:  APPROVED
Social Security #  M-KHX-88TT Fizcal Year:  2005-2006
Plan Name:  Patricia Kell
Plan Description:  Individual Professional Development Plan

Objective Information

Chjective Mame: ITechnulugy Skills

Objective Description: [0 ove technology skils snd share with students. d
=
Objective Strateey  [rticipate in professionsl development programs, afterschoal d

fwvorkshops and aduft education programs. Participate in a three-day
j=ession st LEARM for beginner computer students.

Hovw dlicd you meet this Objective: iorked with mertar to learn the new application d

=

R P N e W DI TP Y.

Update IPDP Objective | Back to IPDP Objective |
L e B AN e e gl

e

Type your comments in the How did you meet this Objective? Field and click Update IPDF Objective
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TOPICS OBJECTIVES TASKS

G. Reports The student will be able to e Staff Profile
search, view and print the Staff e Staff Profile Search
Profile and Transcript reports as e Transcript
well as add additional items to e Create Self-Profile
the Self-Created Profile. ¢ View, print Self-Profile
e Universal Transcript

The data gathered through the EzTraxx Online application is compiled in numerous reports. Each individual staff member
having access to MyEzTraxx may have access to the following:

Staff Profile

Staff Profile — a complete shapshot of the employee including your position, tenure or projected tenure, certifications
and endorsements held, the related state requirements for CEUs, your professional development participation, staff
evaluations, training and education.

Staff Profile Search

Staff Profile Search — this report provides some of the basic demographic information of the Staff Profile report
including Evaluators and Certification and Endorsement data and includes search fields for the following: Fiscal Year,
Award Date Range, Activity Code, Topic Code, Group Topic and Award Status. This report is designed to assist the
educator in tracking toward recertification within known cycles and expiration dates.

Transcript — a State formatted report of completed professional development programs which have been issued CEUs or
other awards. This report is categorized by fiscal year and totals each year as well as an overall grand total for all data in
your district’s database.

Choose to print either report by clicking the Print Report button at the upper right hand corner of the page. Please note
that your state may require that official Transcript reports be generated by an administrator and be originally stamped
reports to be considered valid documentation for recertification. Check with your district or organization for further
information.

Create Self Profile

Your district or organization may choose to allow you to add additional items to your Staff Profile that may not be
available to the administration but would create a more complete record of your credentials. You may add additional
information to an all inclusive report, the Self-Created Profile, using the Create Self Profile feature.

Classroom work, published articles, books, etc, or out of district participation are just some of the items you may wish to
add to your profile. To add items, click Create Self Profile. Enter the following data: Date, Activity Code (if available),

Creste Profile Information

Activity Name, and Award Amount (if any). Click when complete.

Self Created Profile

The following information will be displayed onyour Self Created Profile Repart.
Education

[pate [Activity Code [Activity Hame [Award Amount |
Undste | Delete [1 /272004 [038-05-201-001 [Using Phetashop E |

Create Profile Information
Date:

Activity Corle: |

Acthvity Name: |

Axvard Amount
Create Profile Information
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Self Profile Report

To view or print the Self Profile report, click Self Profile under REPORTS on the menu. This report will include all items on
the Staff Profile as well as any items you have added through the Create Self Profile feature as described above.

To print this report, click Ml on the upper right hand side of the screen.

Universal Transcript

To view or print the Universal Transcript, click Universal Transcript found under REPORTS on the menu. This report
includes all completed participation in CEU activities within any ProTraxx client provider. It lists awards by provider,

beginning with your districts.

To print this report, click MI on the upper right hand side of the screen.
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